TAO HEADER/FOOTER, DANH SO TRANG & TAO MUC LUC

Yéu céu cda bai:
1. Dung chire ndng Header and Footer va Page numbers dé dinh dang cho vdn ban
nhuw hinh sau:
v’ Header: Bai tdp thuc hanh Microsoft Word 2013
v’ Footer: chira dia chi trang web https://timoday.edu.vn/, sé trang, ngay hé
théng, khéng dp dung viéc tao Header, Footer, Page numbers cho trang bia
v' Néi dung: soan thdo va dinh dang nhu trong hinh minh hoa
2. Lwu vdn ban vdi tén Baithuchanhso7.docx
3. Ddt ddu nhdy tai “2.Man hinh Word khi khéi déng” roi tién hanh ngdt thanh
Section ma'i, sau do nhdp Header mdi la: Khoa hoc: Thanh thao voi Microsoft
Word 2013; Footer mdi chira dia chi trang web https://vitc.edu.vn/ cén 1é trdi,

sé trang cdn 1 phai

4. Ddt con tro chudt sau chit “Metro” va chén Footnote vdi néi dung “phong cdch
giao dién hién dai”

5. Ddt con tré chuébt sau chit “Office” va chén Endnote vdi néi dung “La mét phén
mém, rng dung vdn phong, mdy chu va dich vu dwoc Microsoft phdt trién.
Puorc gidi thiéu bdi Bill Gates IGn ddu tién dén thé gidi vao ngay ming 1 thdng
8 ndm 1988 tai COMDEX ¢ Las Vegas”

6. Tao muc luc cho file van ban Baithuchanhso7.docx nhw hinh bén duwdi:

Muc luc
I Gio thigéu Macrosoft Word 2
II. Céc thanh phin co ban trén man hinh Word ... 2
1. EKhéidong Word. ... 2

2. Man hinh Word khi kKhoi dong. ... 2


https://timoday.edu.vn/
https://vitc.edu.vn/

Bdi tip thue hark Microseft Werd 2013

MICROSOFT WORD

I. Gici thiéo Microsoft Word
E.& tir khi Microzoft ra mit Office 2010, phat hinh cing vai phifn bin trec tyéa
Office Web Apps, trong 45 Word 13 tmg dung droc quan tim vi o dung nhidu nhit Vi
phién bin Office 2013 vira dwroc Microzoft gidi thidu, Werd 2013 mét 1in wia 1z thu hit
s1r quan tim cla nEwdi st dung, nhit 13 viéc b sung giao dién Metro (con goi 1 Modern)
oz Windows 8 v nhiéu tink ning méi.
II. Cac thanh ph::an oo bin trén man hinh Word
1. Ehai ding Word.
Co nhigu cach dé khdi dong clirong winh soan thde Microsoft Word 2013;
- Eh&i dong o shortont man hinh Desktop :
- W& man hinh Start va chon mé Microsoft Word 2013:
- Wmndows + R -= MNhip Winword -> 0K
2. Man kinh Word khi khéi dong
Théng thrémg, khi ban m& Word, ban =& chi thiy mét e 50 Word trong, nhimg
v6i Word 2013 ban =& thiy mét bing v6i nhisu mau giao dién vin bin 32 ban lea chon. O
bén phii, cd nhifu hink inh thy ahé minh hoa whifu miu (template) khic nhau v & phia
bén trii hién thi nkime tép tin, cho phép ban m& nhime tép tin Word gin div vi mé nhimz

tép tin sdn co khéc.
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